PART 11 DEPARTMENT OF PERSONNEL SERVI CES 1. 075
STATE OF HAWAI | 1. 080
1. 085

M ni mum Qual i fication Specifications
for the C asses:

CLERK STENOGRAPHER |, 11 and |1

Basi ¢ Educati on/ Experi ence Requirenents:

Except for the substitutions provided for in this
specification, applicants nust have had work experience of the
kind and quality described below and in the amounts shown in the
foll ow ng tabl e:

Class Title Cl erical - St enographi ¢ Experi ence
(Years)

Cl erk Stenographer | 1/ 2

Cl erk Stenographer 11 1-1/2

Cl erk Stenographer 111 2-1/ 2*

Cl eri cal - St enogr aphi ¢ Experience: Wrk experience which
i nvol ved typing and taking and transcribing dictation manually or
by machi ne shorthand. The experience nust have al so included
performance of a variety of clerical tasks which denonstrate
knowl edge of English grammar; spelling; arithnmetic; common office
appl i ances and equi pnent and the ability to read and understand
oral and witten instructions; carry out procedures in clerical
wor k systens; speak and wite sinply and directly; observe
differences in copy and proofread words and nunbers qui ckly and
accurately; operate various kinds of office equipnent.

Non- Qual i fying Clerical Experience: Experience [imted to
the performance of sinple and repetitious clerical work which
primarily involved a short cycle of tasks and manual dexterity
shal | not be considered qualifying. Exanples of such non-
qual i fying work include but is not limted to such tasks as
wrapping articles; opening envel opes, folders and simlar
containers, affixing tags and | abels; rearranging or tidying up
of fi ce desks and equi pnent; delivering, distributing or
col l ecting correspondence or parcels.

Substitutions All owed:

1. Graduation from high school with courses in typing,
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short hand, basic English, and arithnmetic may be
substituted for six nmonths of experience.

2. Successful conpletion of a substantially full-tine
equi val ent stenographic or secretarial curriculum
| eading to a degree or diploma at an accredited
community college, or at a business or technical school
whi ch included courses in typing, shorthand, basic
English, arithnmetic, general clerical procedures, and
of fice machines, will be deened to have net the
experience requirenments for the Cerk Stenographer |
cl ass.

3. Successful conpletion of a substantially full-tine
equi val ent stenographic or secretarial curriculum
| eading to a degree, diplom, or a certificate of
achi evenment at an accredited community coll ege,
busi ness school, technical school, or an adult
educati on program which was for a period of |ess than
one year will be substituted for experience on a nonth-
for-nmonth basis provided the training included courses
in typing, shorthand, basic English and arithnetic.

4. Partial Conpletion of Training:

a. Compl etion of half a school year of substantially
full -time stenographic or secretarial curricul um
at an accredited community coll ege, or business
and/ or technical school which included courses in
typi ng, shorthand, basic English and arithnetic
may be substituted for six nonths of experience.

b. Compl eti on of one school year (of a program of
nore than one year in length) of substantially
full-time stenographic or secretarial curricul um
at an accredited community coll ege, or business
and/ or technical school which included courses in
typi ng, shorthand, basic English, arithnetic,
general clerical procedures, and office machines,
w Il be deened to have net the experience
requirenents for the Cerk Stenographer Il class.

*Applicants for O erk Stenographer Il nmust denonstrate
possessi on of potential for the performance of supervisory duties
t hrough successful conpletion of regular or special assignnents
whi ch invol ve sonme supervisory responsibilities or aspects; by
serving as a group or teamleader, or in simlar work in which
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training courses in supervision acconpani ed by application of
supervisory skills in work assignnments; or by favorable
apprai sals by a supervisor indicating the possession of
supervi sory potenti al .

Qual ity of Experience:

Possessi on of the required nunber of years of experience
will not initself be accepted as proof of qualification for a
position. The applicant's overall experience nust have been of
such scope and |l evel of responsibility as to conclusively
denonstrate that he has the ability to performthe duties of the
position for which he is being considered.

Sel ective Certification:

Speci al i zed know edge, skills and abilities nmay be required
to performthe duties of sone positions. In such positions,
certification may be restricted to eligibles who possess the
pertinent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nmust show the
connection between the kind of training and/or experience on
whi ch they wish to base selective certification and the duties of
the position to be filled.

Test s:

Applicants must qualify on the appropriate exam nation for
the class. For non-conpetitive actions, the exam nation may be
wai ved.

Physi cal and Medi cal Requirenents:

Appl i cants must be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or wthout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities in these or other areas will not automatically
result in disqualification. Those applicants who denonstrate
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hat they are capable of perform ng the essential functions of the
position will not be disqualified under this section.

Any condition which would cause applicants to be a hazard to
t hensel ves or others is cause for disqualification.

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the medical exam nation, and requires the approval of the
Director.

This is an anendnment to the m ni num qualification
specification for the classes CLERK STENOGRAPHER I, Il, and 11
approved on March 24, 1975.

DATE APPROVED: 11/16/ 82

DONALD BOTELHO
Di rector of Personnel Services



